Housing Choice Voucher Specialist 
Determine eligibility and continued participation for Housing Choice Voucher applicants and families. Duties include interviewing clients, certifying, recertifying annuals and interims, processing rent increase requests, negotiating rent amounts with landlords, and inspecting units. Completing data entry, and advising participants and landlords of program rules and regulations. Provide customer service to internal and external customers. Market the Housing Choice Voucher Program. Monitor clients for program compliance. Submit referrals as needed. Knowledge of Housing Quality Standards and NSPIRE.
Minimum Qualifications:
· Requires a two-year degree or an equivalent combination of experience or training which provides the required knowledge, skills, and abilities.
· Strong communication skills and good customer service are required.
· Must obtain program certifications within 12 months of hire.
· Must have great verbal and written communication skills.
Special Requirements
Must possess and maintain a valid NC driver’s license. Drug testing, criminal background check, and DMV check are required. Must be proficient with MS Word and Excel. 
Salary Commensurate with Experience
Job Type: Full-time
Salary Range: $31,350.00 - $43,350.00 per year
Benefits:
· Paid Vacation
· Paid Sick Leave
· 12 Paid Holidays 
· Paid Medical
· Employer Paid Contributions to NC State Retirement System
Schedule:
· 4-day work week/10-hour workday
WHA is an equal opportunity employer.
 
Applications can be completed at any location of the NCWORKS Career Centers.
